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This booklet contains the coaplete affiraative action 
plan of the Haine Departuent of Educational and Cultural Services^ 
reiri«<d ai^d updated as of Harch. 31^ 1975. The plan includes a 
discussion of the internal goals of the de;»artaeat regarding thp 
eiployaen'd of woaen and i£norities within the department^ as nell as 
a discussion of the departRent*s external goals regarding the 
education and esploynent of nonen and Minorities by educational 
institutions under the depar;t»ent«s jurisdiction. In addition to the 
actual plan, the booklet also includes tables of socioeconomic data 
on vouen and minotities in Saine and data on employees of the 
department. (JG) 



Pocuuents acquired by ?RIC include many informal unpublished ♦ 
materials not available from other sources. ESIC aakes every effort ♦ 
to obtain the best copy available, nevertheless, iteis of aarginal ♦ 
reproducibility are often *ncounte?:ed and this affects the quality 
of' the nicroficbe and hardcopy reproductiins ERIC nakes available 
via the EBIC Document Reprodu^rtion Service (EDRS) . EDRS is not 

* responsible for the quality dr the original document. Reproductions 

♦ supplied by EDRS are the best that can be liade fron the oriainal. 
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The Department of Educational and Cultural Services believes it has a 
reiponsibility to all Maine citizens, larger than its prescribed legal one, 
tojimt jMJtxmplt a n d to a ssu me -a^ leade r s hip r o le in prov ldiag pou*di»c r iBt- ^ 
Inatory^ policies and practices to its personnel. No discrimination, overt 
ot otherwise, on the grounds of race, color, religion, physical handicap, 
sw, age, marital status,' or national origin vlll exist in any area of the 
Department. ' 

The Department of Educational and Cultural Services acknowledges that 
in the past inequities in employment opportunities helped create our current 
employment profile such that the number of women and minority employees n 
management do not approximate the number of males at the same level. Effort 
to alter this Imbalance have been and are continuing to be undertaken by 
examining the Department's role in the areas of recruitment, selection. Job 
structuring, training, and promotion. 

With the intent of moving towards a more balanced and equitable employ- 
ment picture, an AfjElnuftive Action Officer has been assigned the respon- 
sibility for monitoring CMipliance with the Department's Affirmative Action 
Plan and the Plan is being updated to reflect the changes in Department 
policy and practices. 

In order to insure compliance with the goals of the Department's 
Affirmative Action Plan, the Affirmative Action Officer has direct access 
to my office. In addition it is the responsibility of all Bureaus and 
personnel, supervisory and non-supervisory,, to insure that the Plan's 
policies become departmental {tt'actices. 

Because there are policy areas which are not subject to change solely 
at my direction, I add my {Personal coBoiitment as Commissioner or the. 



Dep^tment of Educational and Cultural Services to working with others in 
STtate government towards the stated goal of equaf employment opportunity. 




H. Sawin Millett Jr 
Coomissioner 
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APFIRHATIVE ACTION PTJW IKTKODPCTIOII 

* ' " ' ft 

In January of 1973 Conmlaataner Carroll McGAry initiated a program 



leading to^ the appointment of a connittee to develop an affirmative action 

plan for the Maine Department of Edticational and Cultural Services. 

r 

The object of the plan was to eftect the elimination of all discrim- 
inatory practices, vheth^ unintentional or othervlse, relating to employmen^ 
curriculum, role modeling and all other departmental concerns. Resultant con* 
ferences and meetings, combining the efforts of personnel representative of the 
broad rangeof departmental services, produced a draft document pursuant to the 
requirements of Federal Executive Orders U246 and 1137!! as ttiended, the 1972 
Equal Employment Opportunity Act und^r Title VII of the Civil Rights Act ai^ 
Title IX of the Education Amendments of 1972. ' . 

On March 14, 1974, the plan received the approval of the State Board df 
Education 7— Chairperson Sylvia Lund, Augusta; Martin Dibner, Casco; John 
Ezhaya, Norridgevock; Inge Foster, Dresden; Edvard Kaelber, Northeast Harbor; 
Robert W. Marquis, Van Buren; Tobie&Nathanson, Saco; Julia Nault, Machias; and 
Lucille Sheppard, Westbrook. 

Some objectives in the original plan such as sending Job announcements to . 

^. 

various groups representing women and minorities, having women represented on 
Job selection committees, and applying fair criteria for filling Jpb vacancies 
were Implemented iomediately. Recruiting efforts for an Affirmative Action 
Officer were initiated in the Spring of 1974, and there ensued an extensive 
series of steps culminating in the selection of Susan E. Hirsch who assumed^ 
her responsibilities on March 17, 1975. With thefldwnt of the Affirmative 
Action Officer many of the. goals and objectives stat^eq in the Plan are being 
^^^88ed;and the Plan has been updated as of March 31, 1975 pursuant to 
Executive Order 1 Fy-74-75 issued by Governor James Longley. 



STATEMENT OF INTENT 



It is the intent of tiiis Departmeat to putsue policies of non-discrimination 

and equal employment opportunity in all of its bureaus, programs i ahd activities. 

TO end, the Department will take affirmative action to insure that all appli- 

^« . , : 

cants ^ceive fair cons.i^'- .cxo.i for employment, and that employees are treated 

fairly^ during employment. Such affirmative action will apply, but not be limited 
to appointment, employment,, u^-grading, demotion', transfer, recruitment advertis- 
ing, lay-off, termination, rates of pay and fringe benefits or other forms of 
compensation, and selection for training or academic leave. The Department will 
also establish procedures to insure that the effects of its actions upon citizens, 
local educational authorities, schools, ^^ibraries, tovms, and ojther organizations 
and persons will be non-discriminatory. 
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INTBttlAL GOALS 



1> RECIDITMEWT 

SSSLlL It la th« goal of MSDECS to M«k for its atploy««s the beat 

qualified peraona available. In filling openinga, every effort 

V 

irlll be Bade to recruit in auch a way that wonen and iodividuala 
fi|ii minority groupa will have an equal opportunity to be eonaidered 
tot 9 and hlr«d into^ all positions • In ths long run the nployKsnt 
of noMn sad ninoritiss should reflect the percentage of ^oumn and 
■inorities available in the workforce of the state. Further, these 
percentages should be reflected in each of the general job classifica- 
tions of clerical » service » and professional* 

By changing the conposition of the departaent, the average 
salaries of vorcn and minorities should approach the average |»aid 
to non-minority nen. 

Goals and objectives are not rigid and inflexible quotas which 
oust be aet» but are targets reasonably attainable by means of apply- 
ing good faith efforts • 

Timetables are meant to serve as checkpoints for good faith 
efforts at implementation. 
Timetable: September, 1975 

Objective leli Barriers to employment In profeisionjil positions 

which may exist for females and minorities will be removed. No 

position will be filled without good faith efforts to recruit 

qualified female and minority camlldatese 
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Objtctlve 1.28 Barriers to ettployvent in clerical poaitions 

which My exist for aalea and alnories vill be reaoved. 

Objective Hi: Barriera to enployiient in aervice positions 

^^^ch aay cxiat for feaalea and alnoritiea will be roMved. 

; Objective 1.4; A career ladder will be developed for clerical and service 
# 

to facilitate proaotion. Opportunity to partlpipate in \ 
trcinlng programs leading to Job advancoMnt will be available 
to. all clerical and aervice staff. 

Qbjective 1.5; A career ladder will be developed for profeaaional 
staff to facilitate promotion. Opportunity to participate in . 
training programs leading to Job advancement will ^e available 
to all professional ataff . 
B.) Activitlea , ^ * 

Send announcementa of Job vacancies fo womens' groups, woMns" 
and minority press, teactfaera in Kaine, education-end admlnlacta- 
tion majora in Maine Colleges and Univeraity, and other o^ganiza- 
s tlona which reach large groups of potentially qualified women and 

alQorlty groups • ^ 

2. ) Recruit and promote ^qualified vonen and mlnorltea who have p4rtl€>* 

Ipated in the Department's Executive Training Program. 

3. ) Information concerning employment requeats will be maintaineif.on. 

an "Applicant PJow Data" form. The form will cover, but not be 
limited to the following information; name, date pt inquiry, inquiry 

or Job applied for, sex, race, action taken, at^l date action was 

/ 

taken. '«v 
•> / 

4. ) Other activities as required to meet the go^l and objectives. 

by September, 1975 ex: workshops, in-hoi^«s' conmilttees 
TDi/- * inetltuted 8 
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2. SELECTIOM 1 



A.) GUlm 

C— 2» S«l«ctiim criteria for all jAb opaninga la tha Dapartaant will 

. ba aualnad tor litaure that ofdy critaria ralating to Job parfotM- 

^ aaca ara uaad to araluata eaodldataa. 

f 

Tikatablia; SaptaidNir, 1975 

^ Obiactiva 2.1: Only erltarla which la fair and aqultahla to all 

caadldataa will ba uaad. / ^ 

ObiactiTa 2.2; WoMsn and alaoritiaa vUl ba f altly rapraaaatad 
« on any aalactlon coaBlttaaa. idiieh say ba uaad. 
Ba) Actlvltlf > 

' " 10 Itqu^st thm atslstmncc of tht State Parmimel Offlctt« Humh 
lights CoMiltalon, and appropriate fadaral agtnelaa^Co aaaiat 
In aatabllahlng agitable selection criteria for job openings 
' in the Departeenta 

2. ) Whan aaaalngly qualified vonen and alnorltlaa ara paaaad ovar, 

vrlttan juatlflcatlon will ba requaatad by tha Afflmatlva Action 
Offlcar. 

3. ) Conduct aaBlnara for Oapartaanti adalnlatratora to aawra that 

they are not indulging in ao«e coMon diseriainatory practlees 

such as questions, criterlst or aesuBptlons relating to the 

folloiring: 

aa) 'MTltal status 

ba) presence of children in a waan^s household 
Ca) Contraceptive practices ~ plans for pregnancy 
da) pregnancy 



ttQupd ttother . 

f •! M«tOMrs» clitntiit cMployees prefer you to hiro • mti 

I (or 19QMII) 

g. ) attraetypad ehar«fteritatira« about wMwa ^ Kinorities 

h. ) /4«efc oif Mparatc rsst ro«it or f^ilitios 

f 

4.) TIA DopartMnt will acck l«gialatiir» Bodlfieation of the law 
«^r«Utlae to wctaraa'a prefarance to\ aliplnata aax diacrliaiiation 
a^pacta. 

*5.) Motif y all Dapartaant adi tlniatratora that voaan mai ■inoritiaa 
ara to ba rapraaaalad oo/ all job aaUetion ceaMlttaaa la tha ^ 
Dopartaant. laquaat tha •mt froa tha State Dapartacnt of par- 
aeBMl for Kaiaa State Dapartaent of Educational and Cultural 
S^MTvicaa job opening. 

6. ) Id«atify and deaignate thoae aattara which are the reaponaibility 

of tha State Peraomial Board. 

7. ) Othat aetivitiea aa required to aeet the goala and objectlvea above. 
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3. JOB sTwcnmac 



A.) Cft>U 



3^ All Joba la (li* D«p«rtMiit will offer mm potential for gtowtb 



and advaiicaMiii:. Tha "daad and" job atieald net axiat. 
TUiatablat Saptaabar, l|^97S 
B.) Actiiritiaa 



I 



\ 



1. ) SttidlM fvill b€ conducted to gathtr additloMl 4«c« on **dood 

and" and au^POHragatad joba in tba Dapartaaat. 

2. ) Ttainiag proAcaM which of far tha potantial for Job M«aa( 



Job 

i • • 

for all aaployaaa will ba davalopad with tha halp of a coMittaa 

\ aada iip«f ^larical, aarwiea* and pr^faaaional awployada in tha 
Dapartwant. 

3.) Othar actiiritiaa aa raquirad to waae goal 3*. « 
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^ A. Tuamm. pmmwioh. caiekr ladder ^ ^ 

A.) CoaU _ . 

Goal_4t,. All traittlns will bte available on an equitable baaia for aupport, 

> aerrice, end adalniatrative ataff vtth apeci'al effort being aade to 
^ meottragt WtoMn Md alnorltlM to take training in each of these 
Job categorlM. . / / 

« • ye/ ! 

I 

TinetabXe: July, 1975 

♦ 

Coel 5: Career counaellng Will be available to Departarat ataff irith 
•peteial Mphaola on voMn and siaorltles. 

TSmmtAlmx Aprils 1975 

Obiocti^e 5el: An aaaeaaoent the skills and qualifications 
of i90Mtt» niMritles» SDd other personnel vho work in the 
^epartttent will be on file in tbe Personnel and Affirmative 
Act^lon Offices and the appropriate Associate Coiblssioner*s 
Office. \ \/ ^ 

<M^i active 5e.2: A silttnary of the career goals and interests 
of woeen, ainoriciea* and other Departaent 'peraonnel |ifill 
be Maintained in the Peraonnel and/or Aff imative Action 
Offices and the impropriate Aasociate Coiniiaaioner'a Office. 

Go^^ix An exeoitive training progm vlll be developed vhich places 

enphasis on vdsttn and minorities in the Departnent. < 

Tlaetabla; September » 1975 ^ 
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Goal 7; Inte»edlat€ positions will be ereated so that support staff and 

service staff can be promoted Into acfaalnstratlve positions. 
TUttetable: Sepl^ember, 1975 

Goal 8: An analysis of Job requirements will be comleted. These will 

specify responsibilities attailM to c^tLh Job alimg with the^qual-* « 
' ^ Iflcatlons - skills and abilities - needed to perfon adequately. 

_ A determination will also be made as to irtiet}ier equal cospensatlon 
is given for equal work responsibilities. 0 
Timetable: September.^ 1975 
B.) Actlvltlo -s! 
*^') A suBMry of tralnii^ opportunities and the list of p^rficipants ' 
In each trill be aaiiitained by the AffinwtiYe Action Officer. 
2.) Hither activities as requireit to reaq|i 6oal» 4 through 8. 
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1 

5. PERSONNEL PRACTICES 



A.) Go«l« 



^' ^ State Deparcaent c* Educational and Cultural ServlcM 

Persomiel Office will offer aatlatance, support, and eneourageaent 
to «ioMn and ainorltlea In acquiring eaployment with the Department 
/ , and in obtaining training and promotions in the Department. 
Tlnfetable; April; 1975 

B.) Activitie s ' A ' 

T— " ^ 

I.) Special training will be provided to professional and support 
sUf f in the Department Personnel Office to better equip them 
to offer assistance .to women and minorities candidates and 
i employaes In^he Department. 
• *2.) Department Personnel Office will develdp materials on Affirmative 
Action Pro gram for orientation of new em ployees. 



|.) Department will request Personnel Board to write maternity and. 
paternity leave regulations guaranteeing the same for women and 
men. 

4. ) Current personnel policies and regulations will be reviewed 

and all those which are discriminatory in their effect on women 

/ 

and minorities will be eliminated. 

5. ) An internal audit will be done on all personal practices for 

which data is being maintained as specified throughout this' plan. 

6. ) Other activities as required to meet the goals of the Af fixative 

Action Plan. 



^ * Has been instituted 
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.6, CRIEVANCE PROCEDOltES 



A») /Co>lt 

^P- employee in the Depertnent vho hes * grievance concerning 
ae^or minority distrlmlnatlon will be able to obtain counsel 
and guidance ftm an Impartial counseling covlttee within the 
Department. It if understood that an attempt to resolve the 

grievance directly with the supervisor .would be made at ihe, 
earliest possible time during the procedute. 
Tlaetable; April, 1975 ' . 

B.) Activities 

1;) The Personnel Office Will provide confidential and unbiased 

consultation to Department employees on grievances which may ' 
involve sex or minority discrimination. 

2.) A Dei>artment Grievance Committee be established to consider 

to sex or minority discrimination. The Grievance Committee 
will be chaired and staffed by the Personnel Office and/or 
an Affirmative Action Officer, and will include affirmative 
^cUon representation in its membership, and will serve as 
an employee advocate in following standard grievance procedures. 
The Grievance procedures will not interfere with employee's 
access to the State Grievance procedure. 
3.) Other activities as required to implement goal 10. 
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EXTEBNAL COALS 

Those Mployees in the Maine State Departaent of Educational and 
Cultural Services who have responsibilities in the areas aentioaed 
under .GoaH 12 to 16 vill be expected to develop ^tamative activities 
for raaching these goals and Implement those activities which are 
considered to be the best strategies. Coordination of these activities 
mil be carried out by the Commissioner thrcmgh his Affirmative Action 
Offlcei^and Administrative Council, 

The External Goals for the Department are as follows: 
Co*^ tl: The Department of Educational and Cultural Services will insui;e 
that all funds which it distributes to local educational agencies, 
inatitutions of higher education and other educational organizations 
will be used in a non-discriminatory and equitable manner • Howevi^, 
It is expected that s|iecial remedial action will be take^ for groups 
that have been subject to c^lscrlminatory policies or actions. This 
- -requirement will be Included in school approval standards. 
Timetable ; January, 1976 

Objective IKl: All educational programs, services and activities 
will be available to male, female, and minority^ students on an 

equitable basis. \ / 

\ 

Objective 11 >2: All administrative personnel /practices will reflect 



a non-discriminatory policy towards employees in the education 
agencies or institutions, I 
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OOlil 12: The Depertmeut of Educetloiml end Culturel Servlcee vlll insure 
tt»t there ere no eex««eegreMtod clateee or prograae in our Vocetlo^l 
Teehnicel Inetltutee, or other edueetlonel iMtitutlona operated by 

the State Department. 

Timetable; September, 1975 ' 

Objective 12>1; The Haine State Department of Educational and 
Cultural Services will maintain a data file from each Vocational 
Technical Instiutute ^vA ell other educetion institutions 
operated by the Depertment on the number of vomen and minority 
employees and their salaries. They will else maintain records 
on the mi^er of male,, female, and minority students enrolled 
in eech course of instruction. 

OM.ctlvc 12,1; Th. Haine SUtc Departaent of Educational and 
Cultural Service* will have on file copica of Affirmative Action 
Plans from each Vocational Technical Institute and froei all 

other~educet4enal-iiistlttteions-operatiidH)7-thr^tate P epa rt ne ntr — 

The Department will offer technical assistance and training to 
these institutions in the area of Affirmative Action. 
Cosl ^^^3; Special emphasis will be placed on increasing the number of 
women enrolled in traditionally "non-female" occjupational class., 
under the Wage-Earning Programs -'for Wtomen at the Secondary and Post- 
Secondary levels. 
Ttoetable; December, 1975 

i^' Sex-role stereotyping irill be ellninated in the curriculum of 
the local educational agencies in Maine. 
Tlmefble; January, 1976 (initial phase) 



ERIC 



is 



\ 



A 



Oblectlve U.I.' The Division of Curriculum Reaourcet will a«ke 
available curriculum guidelines in the areas of Affirmative 
Action, Equal Employment Opportunity and sex bias in the 
curriculum to all Local Educational Agencies. 

Objective 14.2; The Division of Curriculum Resources will provide 

.4 

assistance and support for the design of curViculum for women*' 

. , ■ / • 

> studies programs throughout the Stat'e. 

Objective 14.3; The Division of Curriculum Resources mill carry out 
\ whatever research projects are necessary to meet objectives 14.1 

and 14.2. / 

^ 1 ' A Management Training Program for female and minority teachers in 

Maine will be supported by the Maine State Department of Educational 

and Cultural Services. The Department will^i^iqiilre all approved pro- 

grams in teacher education to provide equal opportunities for women and 

• - * 

minorities to enter aaministration. The schools' Affirmative Action 



Plan should reflect this intent. The MSDECS should work cooperatively 
with the Maine Teachers Association in establishing management training 
programs fqr female and minority teachers. The Maine Teachers Asso- 
clatiobhas evidenced willingncs* to sponsor these kind of activities. 
Iliie table; January, 1976 

,Tb« Maine State Department of Educational and Cultural Services 
will insure that athletic programs in local educational agencies are 
carried out in a non-discriminatory and equitable manner. 
Timetable; December, 1975 



ERIC 



1 



.8 



16 



/ 



Co«l i7: The Itolne State Pepartaent of Educational and Cultural Scrvlcea 

^m'*?^*'* Guidance progriiu and activities In Local Educational 




^ Akendaa be eatabllahad to work toward ellalnatlon 6t aex*rola 

stdrcot]rplngj»r bias. Partlci|lar attention will be given to activities 
.a^l practices that contribute t^aore realist^e career planning, 
currlculuB selection and post-secondary educatlodfil plans. 
TlaeUblet December, 1975 



' / 
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Afflrwatlv Action Officer: The rctpoMibillty for Mturlng the 
AffirMtlir* Actios Progran:A,iiiplement«lon will be delegated by, the CoMis- 
•loner of the Maine Stete\Depertaent of Bducetioiul end Culture! Services 
to an Affinitive Action orticer. The reeponelbility for eseuring the contin- 
«i«t taeoMs of Affirmative Action rests in the h«ids of each Miber of the 
Otpartaent of Educational and Cultural Services. 

> 

The Af f irwtive Action Officer shall b« appointed by the Co.«i.sioner and 
shUl be directly responsible to the CoBmlseioner. The Coamissioner in select- 
ing the AffltMtlve Action Of fleer shall ^It vlth the Affirwtive Action 
Adviwry CoMlttee and others as he/she wishes. 

The Affirmative Action Officer's duties vill indudi but not b* United to 
the following: 

1. Work with' Bureau heads and other supervisors responsible 

directly for personnel actions to assure that the Affirmative 
Action PUn tm faithfully IsploMnted. 

I^iw ptrsonnel actions including salaries and promotions ' 
to assure compliance i»^th Affirmative Action guidelines. 
Consult vith and provide staff assistance to the Affirmative 
Action Advisory Committee. 

Haintain a flow o£ accurate information about recruiting 
and employment in general and of minority persons and 
vopen in particular. / 
Provide career counseling to Department staff vith special 
emphasis on vomen *and minorities. 

(tork vith the Personnel Office on the establlstaent of a 
Career Ladder for Department employees. i 
Offer technical assistance and training to Vocational 
Technical Institutes and other institutions operated by 
the Department in the area of Affirmative Action. 
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8. Act M a resource person to loeel aehool tyatcM In the prepara- 
tion of their Affirmative Action Plana. 

9. Refer grievancea to the Grievance CoMittee aa neceaaary. 
Aaaist th^ aggrieved party who appeala to the Grievance 
CoHBittee, ahould atkch help be requeated, and ait aa a 
votii^g MBber on th* conKittee. 

n. iBploMnt Title » of the Higher Education Act which 
prohibit a discrimination againat atudenta on the basis 

of S«Xe 

12. Othtr activities m required to Met the goals of the Affirmative 
Action Plan. 



4 
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PURPOSE AND (X)MPOSITION OP APPIRMATIVE ACTION COMHTTEE 

Respontlbllltlea ^ 

^ The Affim*tive Action Connlttee of the Maine State Departaent of Educa- 
tion^ and Cultural Service* reaffirms .its comittnent to maintaining an 
active rola in aiding in Che implementation of department Affirmative Action • 
poliel«a and programs. The following highlight, broad area;i to whiclr the 
CommlttM is charged with providing technical assistance: Staff Training. 
Career Udders, and Grievance Board and Procedures. Other areas may be 
addressed as they are identified. ^ 

Coapotltlop and Term 

The Affirmative Action Comnittee shall consist of twelve (12) members, 
with Homen-ahd minorities represented in proportion to the work force of 
Maine Stmtk Department of Educational and Cultural Services. There .hall be / 
eight (8) -iiipport personnel and four (4) supervisory-admitiistrative personnel. 
>£ w*?' ^* * representative (worV primarily outside 

tne Maine State D^mtrtment of Educational and Cultural Services) and at least 

i **" Administrative Council. When possible, there 

will be both Pemale and Male representation in the support supervlsory-admlnlstratlvr 
categories . 

T 1 '^^^^ ^ ^^^^ term coflmendng on 

1^4-^/ interim, the existing Committee shall remain in effect 

and individual members may continue to serve until December 31. 1975 so lonr 
as the a bove s t a te d r a t loa 



Staggered terms will be setyed so that at any one time only 50% of the 
. Committee will consist of nev members. 

The Affirmative Action Comrilttee shall reassess the heed for Its presence 
each term. 
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UmiZATIOII AMLISIS 



This t«xt it • CMMMt OB tht Ublw «f imtm «lileli follmr. The UfclM 
eontaia ■oclo-acfa iw tc data on mmn and mlaoritiaa in Main* aa wall aa aaploy- 
■ant data on aaployaaa In tha Da^taant of Bdaeatlonal and Cultwral Sameaa. 

1* FottnlatioA and Lahor iorca Pata . 

Taiblaa 1 and 2 ahew that 51.3Z of Malaa'a popaUtion la foMla, and t.lZ 
of thavMpoUtlon la aen^iAita. In SaptMibar, 1974, than ma a total of 
424,930 >aopla in tha «o*k forea. Thlrtr-nlaa pareaat (39Z) of tbla «0fk 
forca la nada np of aoaan, and 6U aca Mn. 



Tha iMtrk forea data for Halaa ahowa that noMn cai^naa 39Z of tha work 
forca In tha Stata, bot thajr naka up 472 of tha oMnpl^ad. 

TABU 1 

M4DCi fonuaum »y sp 4 ua 

Spmlah Aaaricaa 
Total PoaaUUon Fanala daar. ■aaro Indian I Othar 



*i^ra 992,048 509,183 3,730 2,800 2,195 1,777 

Hrcaat lOOZ v5i.3Z .4Z .3Z .2Z .22 

MOtat ApproxlMtaly ona-half of OMh alnorlty braak>oat ara 

T4BLE 2 

watBnt or womoi hi tAiot foicb ni 
MAiwt im vmaumnn im. 1973 



IHi^r of Vpaaa la £abbr forea 1^,880 
I Labor Forea nh/ ara woMnt 39Z 



Muii^r of Men In Labor Forea 261 ,270 

I Lid>or Fbrcai who ara nan: 61Z 



Htaibar of fanalaa uMt^lofad 11,760 
Z of uncap loycd %ilio aTa feaalea: 47Z 



Hunbar of aalaa una^loyad 13,530 
Z of uacnplojad who ara nalea: 53Z 



Sourea: *nidMn and Minority Manpovar SUtiatiea", Maina Dapartnaat of 

Manpowar AflUra, Manpovar laaoareh Dlvlalon, Itvlaad Soptoi^r, 

1974. \^ 



1 



23 

31 



2. .»at« on thm mmt^r cvallabl* in th* f l«ld of odflbatlon la of apacial 
Itttaia^ tO' the Departi^t of Educational (natural Sarvlcaa. Graduataa 
■ajorlng ^Education and prof^i^nal aducatora tforklog in Malna'a local 
aehool ayataM provide ^fpol of qualified aaapowar f roa which tha Dapartaant 
can racrvlt and ataff aany of Ita profeaalonal Joba. (Tablaa 4 and S give . 
, data on othar backgrounda froa which tha dapartaaair could obtain ataff.) In 
Juna, 1974 thara were 1.164 graduatea fr«B the Univeraity of Kalna ayataa 
with a Bacholor of Science Degree in Education, and woaen accounted for 65!^ 
of theac^raduatea. Table 3 ahowa the co^Kiaition of aalaa and lea 
recaivbig Education degreea froa tha Oniveraity of Kalne over the paat 3 
yeara. Slxty-alx percent (66Z) of the Bachelor of Science Degreea in educe- 
tion vera awarded to woaen end 34X were awarded to men. Approxiaately 36Z 
of the Maatera Degreea in, Education were awarded to woaen froa July, 1971 to 
June, 1974. * A very aaall nuaber of Doctora Degreea were awarded during that 
period - only 19 ^ and none of thoae degreea wa« held by a woaum. 

Table^ e proyldee inforaatimi mi_tlie m»har «f ftii-t ~»i— pr i» ff f «f«i»f ti j 
educatoira working in Kaine froa 1972 71975. Wbaen coapriae 57Z of the full- ^ 
tiae educational ataff in the State,/and they aakc up 602 of the teechera in 
the State, j Only 272 of the educational adninlatratora and profeaalonal ataff 
other than teachera eaployed by the local' school syateas are woaen. Thia 
deaonatratea a aerioua diacrepancy between the nuaber of woaen wto have 
coapleted graduate prograas in Education, approxiaately 362 over the laat 
3 yeara, and thoae preaently holding a&iniatrative and other profeaalonal 
Joba. 



Of tKCiXVm npnawg '^ mnMOD It THE 

wvmsvn or nun smai ir sts 



niULES . TOTAL 



Education 
Bailors 
Mtoeara 
Boecor* 
Total 



bkMatton 
Baehalora 
Maatara 

•oeto ra 



Total 

Miicatiofi 
toch€lors 

€ 

Kaatara 

Doetora 
Total 



406 

272 
6 

684 



. 758 
171 

929 



1164 
443 
6 

1613 



July. 1972 - Jiina. 1973 



386 

260 

655 



829 
111 



1215 
371 



940 

July, 1971 - Juna, 1972 



1595 



456 
281 
4 
741 



■856 
170 
0 

1026 



1312 
451 
4 

1767b 



65X 
39Z 
OX 
S8Z 



68Z 
30Z 



59Z- 



65X 
38Z 
OX 
58X 



Sourca: Off lea of Financial Plasoing, Univaraity of Maine SjatM, Bantor, Maina 
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mm 



25 



23 



(IIniv«rtlcy of MaiMi Sysua) 

July im - Jaat 1974 
ttol« Ummlm Total 2P 



Jttiy 1972 - Jttftt 1973 
Mftlo PtMlo Total ZF 



2. 



3. 



5. 



Law 

• 


49 


8 


57^. 


14Z 


53 


5 


58 


9Z 


BiistoMs nd HisagCMmt 








— 












156 


a ^ 

15 


171 


9Z 


190 


11 


201 


• 52 




33 


2 


35 


6Z 


37 


2 


39 


5Z 




















Total ♦ 


109 


17 


206 


8Z 


227 


13 


240 


5Z 


Liteary teimca 


















iMlMlwa 


U 




45 


76Z 




















9 


28 


37 


76Z 


Doctmratat 




















11 








a 


911 

AO 
























BMlMlora 


50 


57 


107'^^ 


53Z 


43 


36 


79 


46Z 


Kaatira 


3 


3 


6 


50Z 


1 


1 


2 


50Z 


Doctoratas 


8 




8 


OZ 


3 


. 1 




25Z 


Total 


61 


6C 


121 


50Z' 


47 


38 


85 


45Z 


Publie Af f aira and Senrleaa 


















Baakalora 


27 


33 


60 


5SZ 


11 


5 


16 


31Z 


Maatara 


12 


4 


16 


2SZ 


4 




4 


OZ 


^^Total . . 


39, 


37 


76 


49Z 


15 


5 


20 


25Z 
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Table 5 
DISCIPtmE SPBCIALTT 



(Uolircralty of Systoi) 
1973^74 . 

BacHtlorU Dtr— M—f r'» Dtrifci Doctor's D^r— < 



Accounting 

^BuolMM Hgnt» t Adnln. 
JoomAllm 
Educational Adttln* 
Cbrtlculuv i Instruction 
BttslnoMt C^^^rcc i Dlat. Ed. 
Induatrlal Arts, Voc t Toch. Ed. 
Library Sdanee 



10 
46 

11 



IS 
66 



4 

1 
15 



13 
2 



Mn WMMn 

33 . 2 

56 3 
1 

2 2 
13 

U 34' 



Accounting , 
BusincM Hgat. 4 Adaln. 
Jonrnallm 
Educational Adnin. 
CurrlculuB 4 Instruction 
Buaiacss, CosMtce 4 Diat. 
Industrial Area, Voc 4 Tech. Ed. 
Library Science 



1972-73 

72 
10 



9 
42 



5 
6 



9 
1 



37 

27 
1 
1 



2 
1 
2 

28 
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FDLL-TPg PIOFBSSKMAL SIAFF BT 8BZ 



FOK.IC 





1974-75 








/ 


MU 


WOMBM 


TOTil 


ZHOHBR 


Teaehtrs 










Bl— tttary 


1.666 


3.0S4 


6.750 


- 75X 




4i S<Mh 


1.617 


4.456. 


36X 


Total 


4^505 


6,M 


11.206 


60X 


Other InstruetiOMl ^ 


676 


313 


989 


32Z 


'^t«n$t^^psrint«ad«ata) 




* AO 




m 


Tocia PVBfMwloMa Staff 


5,296 


7.032 


12,32t 


57X 




im la Pasala 










1^73*74 










A ,39D 






7d* » 


Total 


2|744 


1,622 


4.366 


37X 


4.312 


6.708 


117920 


61X . 


Other laatxnctionol 


639 


290 


929 


31X 


AteiniotratioB and Other Prof eaaloBal 


94 


14 


i08 


13X 


Total Profeoalocua Staff 


5.045 


7.012 


12.057 , 


58X 




1972.-73 


1 






Teachers ^ 


4.423 


6,754 


11.177 


61X 


AdelnlatratioB and Other Prof eaaional 


928 


\ 315 


1.243 


25X 


Totel Profceelonel Staff 


5.351 


7.069 


12.420 


57X 
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Table 7 

DEPARTMENT OP EWJCATION ^^~< 

EMPLOYMENT DATA as of April 1,. 1975 
(Does notJLndude elected/appointed offldala. Blanks will be countLcd as zero) 

FULL TIME EMPLOYEES 



Job .Category 

Offfclals/Adaln. 

Professionals 

Technicians 

Office/Clerical 

Skilled Craft 

Servlee/Malnt. 



MALE 
l^lte Other 



18 
54 
1 
A 



*1 



FEMALE 
White Other 

1 

18 



75 
1 



TOTAL/ 
MaieZj 
Fenalt 



20 
72 
1 
79 

4 



SFemale 

25% 

95% 
252 



ZMlnorl t! 
52 



Total 
JPull Tine 



80 



95 



I7fi 



542 



OTHER THAN FDLL TIME EMPLOYEES (Include temporary employees) 

\ 

MALE 



Job Category 
Offlcials/Admln 

Professionals ' 

1 

Technlcjlans 
Office/Clerical 
Skilled Craft 
Service /Malnt . 



FEMALE 

l^lte Other White Other 

28 1 
1 



TOTAL 
Male/ 
Female 



29 
1 
6 



2Female 2Mlnorlt: 



32 



1002 



Total 
Full Time 



29 



36 



192 
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Table 8 
MAINE STATE LIBRARY 

EMPLOYMENT DATA as of April 1 , 1975 
(Does not Include elected/appointed offlclala. Blanks will be counted 



/* 



as z^ro) 



Job Categ^ 
Officials/Main. 
Professionals 
Technicians 
Office/Clerical 
Skilled Craft 
Service/Maint. 



Total 
Full Time 



POLL TIME EMPLOYEES 



MALE 
Whit;e Other 



13. 



19 



FEMALE 
White Other 

1 
20 

18 



39 



TOTAL 
Male/ 
Female 

1 

26 



31 



%Female 
lOOZ 
77X 

5BZ 



tMinorlty 



58 



67Z 



Job Category 

Officials/Adnin. 

Professionals 

Technicians 

Office/Clerical 

Skilled Craft 

Service/Maint. 



01MEBJHAK- jn]LLJIME^-Em.0YE&S-4lncitide^t^ emploveee7 



HALE 



pema! 



TOTAL 
Male/ 



10 



13 



loot 



77% 



^i-te Other White Other Female gPemale ZMlnority 



Total 
Full Tine 



11 



lA 



\ 



792 



ERIC 



30 

28 



TmbU 9 

MUSEUM 



y 



EMrLOIMBMT MU M of APRIL I, 1975 - 
(Does not include oloetod /appointed offlelele. Blank* viU be counted zero) 

FOIL TIME EMPLOYEES 



Job CatMory 


MALE 
Hhite Otlier 


FEMALE 
White Other 


TOTAL 
italeZ 
FeMle 


ZFeaale 


Offlcials/AdBliie 


3 


. I 


4 


25Z 


Professionals 


a 

w 




0 




Technieisiui 


5 


1 


6 


17X, 


Offlct/Clerlcal 




4 




iUU* 


Skilled Creft 










Service Afeint. 










Total 
Full Tiae 


14 


9 


23 


39% 


OTHER THAR FDLL TIME EMPLOnfEES (Inelude ttmorsrir •nlovesft) ' 


• 

Job Gsteifdry 


White Otber 


FEMALE 
White Other 


TOTAL 
Male/ 
Female 


. 'ZFenale 


OfflcUls/AtelQ. 


6 








Professlofials 










Technicians 




3 


3 


lOOZ 


Office/Clerical 










Skilled Craft 










Service/Maint. 




4 


4 


100% 


Total 


! 


7 


ft 

7 


100% 



XMlnority 



aflncrlty 



Full Time 
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Table 10 
ARTS and HOHAHITIES 



EMPLOYMENT DATA as of APRIL 1» 1975 * 
(Doe* not Include elected/appointed officials. Blanks will be counted as zero) 



Job Cmfmem 

Offidals/Ateln. 

Professionals 

Technicians 

Offlce/Clarieal 

Skilled Craft 

Servlca/llalut. 



FULL TIME EMPLOYEES 



MALE 



FEMALE 



White Other White Other 
1 

1 1 



TOTAL 
Male7 

Female 2Fenale 



1 
2 



.50% - 



lOOZ 



^Minority 



Total 
Full TlM 



60Z 



OTHER THAN FULL TIME EMPLOYEES (Include temporary employees) 



Job Category 
' Officials/Admin. 
PrOiC'cssionals 
Technicians 
Office/Clerical 
Skilled Craft 
Servlce/Malnt. 



Total 
Full Tine 



MALE FEMALE 
White Other White Other 



j AoTAL 



3 



Male/ 
Female XFemale 

2 lOOZ 



^Minorit y 



1002 



lOOZ 
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32 



30 



Offia«l«/Aihila.' 
PrefimlmMli 

TtglwtfiitHMI 

Off iM/telMTieftl 
ttkilUd Craft 



^ wrAKumn' of ncemow 

MBtf HHK few AFIXL 1, 1974 . ||4iC8 31, 1975 
(PcnwBMt fttU tlM only) 



1 

12 
2 

3 



I. 

16 
2 
24 



25Z 



882 



nOl TiM 



18 



25 



43 



582 



Job CattoTT 

Offielali/Adiaii. 

ProfMsionalt 

T«clmiciMW 

Offlfit/CUricAl 

SklUad Craft 

8«rvle«/ltaiat; 



MAmt KUn ixmm 

MEW HZSB8 froa Ann. 1, 1974 - KMCR 31, 1975 
(PanHBMBt ftai tlM^ly) 



1!M 



Nblt« Othtr Whlf • Othtr fmal% XtmmU 2WlnorltY 



10 



8 



12 



882 



832 



Total 
Aill TiM 



17 



21 



812 
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31 



Officials/AdBlQ. 

ProfcMimials 

Technic^* 

Office/CUrteal 

Skilled Craft 

Setvlce/Kaint. 



• Table 12 

MDSEPM 

NEW HIRrsXrotp APRIL 1, 1974 - HARCH 31, 1975 
(Permanent full tine only) 



RIL TIME EMPLOYEES 
HALE PEHALE 
\^it'' Other !.Ttite Other 



TOTAL 
Male7 
Pcaale 



ZFemale 



JMinofir- 



Total 
Pull Tioe 



Job Category 

Officials 

Professionals 

Technicians 

Office/Clerical 

Skilled Craft 

Service/Malnt. 



' ARTS and tTMANITIE? 

m' I!IP.H? frcr ATRIL 1, 1974 - >!ARC1! 31, 1975 
(r^manrnt full tine only) 



I.Titte Other 
I 



FEMALE 



TOTAL 



Male/ 

^•^ite Other Female ZFemale 



1 



r;viroritv 



Total 
Full Tine 
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34 



32 



3. EsployMot and Salary Data For The Kalna State Departaant of Educatloml 
and Cultural Servlcta. 

All cttployaea In the Maine State Bepartnent of Educational and Cultural 
Sarrlcee have bean categorised according to their status as classified or 
unclassified as defined by the MalM Persodnel Systasi; The classified category 
includes alnost all employees who work in the State Department in Augusta, vith 
. a ftw cxccptlonc such m the Comlaa loner, the' State Librarian, and aoiM contrfct 
or project workers who are unclassified. It should be noted that the positions V 
of Cemmlssionar^ State Librarian » Executive Director of Arts, and Humanities » 
and Museum Director are currently held by men and all have salaries above 
$16|000 a year. 

Table 7 indicates that 95% of the full--time clerical staff in the Department 
of Education are female. Sufficient data has not been gathered to indicate 
whether this reflects the percentage of trained clerical staff Which are avail- 
able in Maine. The problems and coujcems reflected by clerical staff in the 
Department are discussed in the section Coals and Objectives. 

Table 7 also shows that 79Z of the full time professional (includes Officials/ 
Administrators) staff in the Department of Education alone are males » outimsibering 
females by nore than 4 to 1. The figure indicates an under-utilisation of woMn 
in this classification considering the following: 

a. Hdmen comprise ahoufr 39Z of the work force in the State. 

b. Women account for 66Z of the Bachelor of Science in Education Degrees 
awarded in the State in the past 3 years. 

c. Hdaen received approximately 36Z of the Masters Degrees in Education 
awarded in the State in the past 3 years. 

/ • 

d. Wteen make up 57Z of the full-time professional educators in Maitle. 

• - • • / 
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T«bl« 13 uhawt that 3« of the ftMle* In the entire DepartMnt earn a 
•alary becweeii $10 - $15,999 while m ot the aale talariea fall ifithin that 
range. Ninety-five percent 0iZ) of the male aalaflea are $16»000 and higher, 
while only 5Z of the fenalea In. the entire Departa^t fall in this category. 
Eighty percent (80Z) of the vooen caployeea in tl^ DepartMnt earn balov $9,999 
per year vfalle 74% of the nalea earn more than $9,999. Theae figures demonstrate 
that voMn are at the bottom of the salary ladder while aeo dominate the middle and 
highmr salary ranges. 



/ 



- ^ / . / 



Source: Division of Planning and Management Information 
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Table 13 
Sialary of KtlM and PanalM 

pBPAiBiEiii OF masama. aip cplttoal sinncBs 

As ol Aiirll 1. 197S 







N 


F 


Total 


2 






28 


112 


UO 


MX 


$10 - 15,999 






32 


102 


31X 






19 


1 


20 


5Z 






117 


U5 


262 


SSZ 



TlM date laelutes «U full-tiM M^Uy^M of tli« D^^teMt of UotetioMl 
Mi Cultural SorvieM . 

Seurcof Dtpartamt's porsoiiMl tMords 

/ 
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tiEPAXIHERT OP EODCATIOII . 
MER/HDNDf CT RAIICE % 
as of April, 1975 



« 

of 

e 

IB 

P 
1 
O 

y 

e 
e 
s 



24 

21 
20 
1? 
IS 
17 
1ft 
15 
U 
13 

I 

10 
9 

7 
6 

3 

3 
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• DEPARXMESTAL GRIEVAMCE OttMITTEE 



nmnDucTiON - 

Thm imrpoM of tht Grievance ComittM shall be to aedlate a settle- 
aent within the Departttent of Educational and Cultural Services of . ^ 
grievances and disputes. nomver» all efforts should be made to 
' settle the grievance or dispute vith your lanedlate supervisor • 

COMPOSmOR OF GRIEVAMCE COMMITTEE ^ 



The Grls^ance GoMlttM shall cotmlst of four (4) people, one of vhon 
will be the Affirmative Action Officer of the Department; tvo (2) will 
be support staff, and one (1) will be a mpervisory-admlnl^trative 
persM. The support staff shajLl cosie from tht; Dtpartment ^ EAicatlon * - 
and from Cultural Services. The supervlserx-admlalstratlve permon will be 
chosen on an alternating year basis vlth Education selecting this 
person the first year. ^ 

SELECTION OF THE COMMITTEE* - 



The Initial Grievance Committee shall be chosen by the Affirmative 
Action Committee from a list of voluateeirs developed by each Buremu 
in Education and in tl^ Cultural Services. Each member ifill serve 
for a one-year period commencing on or before July 1» 197S. 

DUTIES/RESPONSIBILITIES OF TBE CQMflTTEE - 

Meetings will be held as needed; these will be called by the.. chair- 
person^ of said Committee* Ditticis of the chairperson shall include, 
but not be limited to, the foll<yving: 

1) Call meetings to order* 

2) Ifeep records, to be filed in the Affirmative Action 
Officer's Office, of all grievances heard* These to 
include, but not be limited to, the folleylng; 

a) Written notice ^vising aggrieved person of state 
grievance procedures, specifically the 7 forking 

day period to orally communicate complaint to supervisor* 

b) Grievance Form, to include; 
^ ^ 1) Name of person 

11) Date grievance filed 
ill) Type of complaint 
iv) Committee's recommendation and date 
v)' Follol^-up 

c) Written notification of decision made by the Grievance 
Committee to all parties concerned and the Commissioner. 

3) The Committee shall have am Initial meeting to establish 
procedures to govern its action* These procedures shall 
be approved by the Affirmative Action Conmittee* 

4) Other duties/responsibilities as determined by the Grievance 
Conmittee* 



*Subject to change* 
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mo Kur nu A ooHPLAnnrt - 



} 



tepart^Mtt^l uqploTMs My bring grltvanees and disputes within the 
D^srtwntXof EducatiMnl and Caltursr Stnrices to the Grievnce . 
CoMdtl^e« \lt you here any viestions eoneemiit^ whet is a grie^le 
incident* vib can use tlMt Grievance Cooadttee or what the Grieviace 
Co— fttee*s (unction is, please cmtact moj nenher of the Affinfatlre 
Action Coanlttee or the Grieirance CoMiittee* Grievances nay include, 
hot not be linited to, the foUoeing: (I) diearlnination; (2) ] 
freqomitly projecting a poor ina^ of the D^artnent, internally and * 
externally; (3) obJectioniAle duties perfoned; (4) harassnentij 
(5) perscNMl grievawes, such as: working hottrs>4>ersraality conflicts, 
^ attendance, etc. s 

pRocQxnnES ^ * \ 

The GrievsMe Comittee shall have the wthority to try to Mediate a 
set tl en e nt of grievances and disputes* The procedures for initiating 
a grievwce are set forth in the following steps and you wqr have, 
rjywsentat ion of yoinr choosii^ at iiach step of the procedure* ' IT 
SHOULD BE NOTED THAT IN OXDER TO COHTOIBf Wmi THE STATE PIPLOTEES * 
GHEVAKg PIBCTDDiES* A COfFLAZNT HOST BE MA^ THMO^ORAL OQMISNXCATIC:; 
WITH THE EMPLOYEE'S PMEDUTE SUPEKVISOR WITHIN S^VER' (7) UORKZNC DAYS 
OP TBB TIKE THAT THE EMPLOYEE IS AIMXE OF THE GRIEtTABLE IRCISBRt. . 

1) Tou or your representative should attempt to adjust the 
dispute vith yoitr inediate supervisor. 

2) If this is fM)t feasible, cone directly to the Grievance 
Comittee to determine if, in fact, you have a grievance 
that is under the JurlsdioJtion of the Crievance CooMittee. 

3) File your grifvance vith the Grievance Conmittee. This 
nay be dofte vlttf the assistance of the Grievance Comittee 
or your repre84ntativcr. 

a) *. Inr order Ito axlov the'Caployee to naxiaise^ this 

in«*house grievance comittee ^without losing his ^ 
or her right to the State Enployees** GrievMce 
Procedures, ve strongly reconnend that the 
^ aggrieve party orally connunicate the grievable 

incident to his or her inMdiate mpervisor at 
this tine, but m> later than seven (7) working 
days. 

b) * The aggrieved party or his or her representative should 

explain that the oral cOHminication as stated above is 
tp be considered the first step in the State Bnployees* 
Gri^ance Procedures; therefore, ^the supervisor aust 
respond orally to the aggrieved party within three (3) 
workling days. 

# c)* It is' understood that the aggrieved^ party. If still 

dissatisfied, under the State Grievance Procedures 
would have ten (10) working days to present the 
grievance in vrttt;en form to his or her supervisor. 
Prior to this written notice, the Departmental 
Grievance CooBiittee will make every effort to render 
a decision. ^ 

\ 

*These are precautionary steps separate from the Departmental Grievance Procedure 
to insures (1) that the aggrieved person has access to the State Procedures; an 
Q (2) to allow the Departmental Committee thm maximum mBount of days to render its 

ERJC decision withmit interfering with the State Pf|0durea. 



A) The Grievance Committee vlll notify the other person {n) 
Involved about the nature of the grievance. 

5) The Grievance Coiamittee trill request from the supervisor 
acknowledgment of the sitjuation. , . ~ 

6) A meeting date will be set %rith all parties involved. 

7) The Grievance Cooaittee will convene vith all parties 
present and action shall be recommended or taken shortly 
thereafter. 

8) Vritten notice of the decision or recommended action vill 
be sent to ail parties concerned, including the Commissioner 
or his/her designated representative $ and a file copy shall 
be maintained in the Affirmative Action Officer's Office. ^ 

9) If follow-*up is neci^ssary, appropriate action will be taken. 
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DEPARTMENT OF EDUCATIONAL AND CULTURAL SERVICES 
SKILLS INVfiNTORY 



Please give this ypur careful attention. The information on 
this form will help in determining career ladders and in making an 
assessment of the needs and talents of the Department's personnel. 



NAME ' ' ' IMTE 



PRESENT POSITION ^ ^NO, OF YFARS 

BUREAU . 

PREVIOUS POSITIONS IN MDECS 



OTHER WORK EXPERIENCE (Last Position First/Include Dates) 

\ 



EDUCATION/TRAINING: 

Last Grade Completed ^ Year 

Last Degree Received Year 

Courses Taken in Addition to a Degree Program 



SPECIAL SKILLS/TRAINING: {eg. Languages Spoken, Machines Operated , etc . ) 



. (over) 



ERIC ,43 



^Skills Inventory ' 2. 

*ASSOCIATIONS/CLUBS/CIVIC GROUPS: {Include only ^tganizations , both 
past and presentf in which you have been active^ give positions held) 

■ — : / ^ 

^ 1 ^ f . . \ 



/ 

CAREER OBJECTIVES/GOALS:, State goal(s) and comment on: 

a, Addijii'onal education/on-the-job training needed to reach goal 

t 

' - - ^ 



b, Salary/Status level desired 



Which of the following would you take advantage of, if given the 
opportunity? 

a. Dn-the-Job Training 

b. Courses paid for by the Department 

c. Tuition reimbursement at completion of courses taken outside 
of department - 

d. Time off from work to take courses at your own expense 



Ever offered a promotion? Did you accept? 

If not, why? 



REMARKS: (Please include anything else you consider important as it 
relates to your career goals and talents) 



I (circle one) would/would not like to meet with the Affirmative Action 
Officer to discuss my career objectives. 

If you wish this information held confidential, please so indicate. 



CAHEER LADDERS 



W«nt«. Needs In 

*«e*d C.L« Mcctlnee Training l^er»onae1 Cowpletc^ 



1 ^ 





——. — \ 
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LIST OF MINOKITY AND IWMEN'S CROUPS 



NAACP 

Sterllfie Dymond 
66 Walttv Street 
- Bangor, Maine 04401 



Nicholas Sapiel 

Governor ' 
Indian Island 

Old Townt Maine 04468 



Maine N.O.W. 
?.0. Box 773 
Portland, Maine 04104 



Joanne Pritchie 
Director of EEO* 
Alunni Ilall 

University of Maine^rono 
Orono, Maine 04473 



Justin Lolar 
Malnstrean Director 
Indian Township 
Princeton y Maine 0466S 



Augusta Women *s Center 
c/o United Low Income 
Water Street 
Augusta, Maine 04330*1^ 



Association of Aroostook Indians 
P.O. Box 223 
Houlton, Maine 04730 



State Principals* Association 
15 Western Avenue 
Augusta, Maine 04330 



Mary Iyer 

President 

17 Stacy Street 

Saco, Maine 04072 



NAACP 

James Mathews 
«94 Bonnybaiy^ Terr^ 
South Portland, Maine** 04106 



Leonard. Cummings 

>faine Assoc. for Black Progress 

75 Dennett Street 

Portland, Maine 04102 



Pichard Hamilton 
Mainstream Director 
Indian Island 
Old Town, Maine 04468 

\ 

Clayton Cleaves 
Mainstream Director 
Pleasant Point 
Perry, Maine 04667 

Dath-Brunswick !?omen*8 Center 

Maine Street 

O iswlck, Maine 04011 

ERIC 



Dr. John Marvin 
Maine Teachers Association 
35 C<xmnunity Drive 
Augusta, Maine 04330 

Executive Secretary \ 
Local Government Center 
Community Drive 

Maine School Management Assoc. Inc* ^. 
Augusta, Maine O4330 ^ 



Ms. Ro Studer 
s^Women's Caucus 
Maine Teachers Association 
35 Community Drive 
Augusta, Maine 04330 



Mr. Robert Dyer 
President 

Maine Elementarjr^ Principals Association 
Wood Street 

Southwest Harbor, Maine 04679 



Charlene Yost 
Chairperson 

Equal Opportunities for Women 
Box 2455 

Augusta, Maine 04330 
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COLLEGES 



Kosft Cummins 
Director of Placement 
Bates College 
Chase Hall 

Levis ton 9 Maine 04240 



Harry Warren 
Director of Placement 
Bovdoin College 
Brunsirifkt Maine 04011 



Sidney Vf. Farr 
Director of Placement 
Colby College 
Mayflover Hill 
Watervllle^ Maine 04901 



/ Ann Kotsehgan, Director 
Career Planning & Counseling 
Russon College 
Kenduskeag Avenue 
Bangor, Maine 04401 



Joel Hayden, Director 
Office of Career Planning 
Nasson College- 
Springvale, Maine 04083 



Dr. Arlen Lov 
Franklin Hall 

University of Maine-Famiington, 
Farmington, Maine 04938 



William Bradley 
Director of Financial Ait!. 
University of Maine-Augusta 
Augusta, Maine 04330 



Stan Fergyson 
Careers Educator 
University o£^aine-*Farmington 
Farmlngton, Maine 04938 



Roberta Speel 

Coordinator of Exit .Program 
Estabrooke Hall 
University of Maine Orono 
Orono, Maine 04473 
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Director of Placement 
Rlcker College 
y High Street 
/ Houlton, Maine 04730 



Director of Placement- 
St* Francis College 
605 Pool Road 
Biddeford, Maine 04005 



Director of Placement 
Th JMS College y 
W« River Road 
Waterville, Maine 04901 



Janet Cooper 
Director of Placement. 
University of Maine 
School of Lav 
Deering Avenue 
Portland, Mair.£ 



Anne Lad ley 

Affirmative Action Director 
University of Mainte PortlandrGorham 
96 Falmouth Street 
Portland, Maine 04103 



Professor Yvonne R, Knight 
Director of Equal Employment 0pp. 
Colby College 
Waterville, Maine 04901 



; ye Bemis 

Director of Educational Placement 
University of Mainft Portland^orham 
Gorham, Maine 04038 

0 

Agnes Magula 

Farmlngton ^fomens* Group 
Director of Finance 
University of ^Maine Fartnlnifton 
Fatmington, Maine 04938 



Sharon Sommers 
Director of Center 
University of Maine Farmlngton 
Farmlngton, Maine 04938 
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Sr« PulNnrt J. Thlbod««u 

iUuiitUnt Frof ••Mr of Education wad 

. Wxmtkw of PlacoMiit 
Unli^ralty of Itolno Fort K^nt 
Port iMtkt, Holno 04743 



Mo. J«Mt Gonan 
At«;Uitoiit Director 
Valvorolty of Kalno Orono 
Oronot Kalno 04473 

0 

KobMT^ Mmll 

]>lracftor of Milo^lon and RagUtrar 
UaiWraity of Kalaa Itechlaa 
!••» HalM 04654 




/Linda lloch 
fitor of PlacoMiit 
jLvar^lty of Halae Port l«ndH»or ham 
Portland » Kalna 04103 



Frcdarlck Stono ^ 
Dlractor of Placoaent 
Unlvarolty of Halna Preaqua Isle 
Prasqw !•!•» Halna 04769 
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MHEREAS/the State of Maine. In spirit and In law, historically bas 
opposed dlscrlnl nation Mhere It exists with regard to race, creed, 
color, sex, national origin, ancestry, age or physical handicap; and\ 

WHEREAS, froM tine to tine. It has been necessary to rev1«# these 
policies, laws and adnlnlstratlve regulations with the IntentKn of 
adapting then to^the needs and problens of contenporaiy society; 

and 1 

WHEREAS, In 1971, the Maine Legislature enacted the ^unan Rlghts^t 
and In 1974 Maine becane th.* thirty-first state to ratify the Equal 
Rights Amendnent; and 

WHEREAS, the passage of the Equal Employment Opportunity Act of 1972, 
mandated that state and local governments be subjei^jb to the provisions 
of the Civil Rights Act of 1964; and ^ , 

WHEREAS, the EEO-4 statistics for 1974 suggest under-utlllzatlon of 
women and minorities In non- traditional classifications In state service; 

NOW, THEREFORE, I JAMES B. LONGLEY, do hereby, under tne power vested 
In me as Goyemor, and In pursuit of the goals of Equal Employment 
Opportunity and In support of the necessity for Affirmative Action, 
direct that such Affirmative Action, as set forth In this order, be 
followed throughout the Executive Branch of the Government of the 
State of Maine. 

ARTICLE I - DEFINITION OF AFFIRMATIVE ACTION 

An Affirmative Action Program Includes ,procedures designed to increase 
the numbers of qualified minorities and women at all levels and In all 
segments where Imbalances exist. §uch a program should Include an 
assessment of existing practices and the development of realistic goals 
and timetlbles for corrective action. These goals and related procedures 
cannot be rigid quotas, but rather reasonable targets which are, with a 
good faith effort, attainable. 

Affirmative action reinforce^ merit concepts by assuring that all 
segments of our population have an equal opportunity for employmeht 
Into and advancement within state service according to their ability 
and merit. This can be accomplished partly by breaking down barriers 
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Mhlch iM^ exist such as limited recruiting efforts for job openings. 
Job requirements which have a disparate effect on one group or 
another, tests which lack adequate validity, and Insufficient 
opportunities for promotion; and partly through po sitive action 
programs of professional development In suqh^ersot.nel practiNts^^ 
as recruiting, selection* promotion, transferAlayoff , return from 
layoff, termination, training and educational litave. 

ARTiaE II - APPOINTMENT, ASSIGNMENT, AND PROMOTION OF PERSONNEL' 

State officials and supiervtsory employees shall apjibint, assign and 
promote state personnel onlthe basis of qualifications, merit, and 
capability without regard t^race, creed, color, sex, national origin, 
ancestry, age or physical handicap except where sex or age Is a bona 
fide occupational qualification. All other personnel actions shall 
be administered In a non-discriminatory manner. The Affirmative 
Action Officer which 'has been designated for each department or agency 
shall be placed In the organizational structure so that he 6r she will 
have direct access to the appointing authority. Each department or 
agency shall prepare and update their Affirmative Action program in 
accordance with the criteria set forth by the State Department Af 
Personnel . v 

ARTICLE III - STATE' ACTION AND PUBLIC CONTRACTS 

In performing their smrvice to the public, departments, agencies and - 
Individual employees sfrall not discriminate on the basis of race, 
crei;d, color, sex, national origin, ancestry, age, or physical 
handicap; nor shall they authorize the use of state facilities In 
the furtherance of discriminatory practices^ or .by any group or 
organization which so discriminates In Its membership or other 
policies. Similarly, no state contractor, subcontractor, labor 
union or employee representative with which the contractor has an 
agreement will discriminate unless such exclusion of one group Is i. 
based on a bona fide occupational qualification. State agencies may ; 
withhold financial assistance on any public contract If the recipient 
Is clearly In violation of the Maine Human Rights Act or ihe Civil 
Rights Act of 1964. State agencies shall refuse any order carrying a 
specification or limitation regarding race, creed, color, sex, marital 
status, national origin, ancestry, age or physical handicap unless 
related to a bona fide job requirement. 

ARTICLE IV - STATE DEPARTMENT OF' PERSONNEL 

The State Department of Personnel shall take positive steps to insure 
that the entire examination and testing process, including the develop- 
ment of job specifications and employment qualifications are free from 
discrimination, either conscious or Inadvertent. Furthermore, the 
Department of Personnel will have the initial responsibility of re- 
solving conflicts and complaints, changing administrative procedures 
when necessary and providing assistance In the preparation and Imple- 
mentation of Affirmative Action Programs. 

ARTICLE V - MAINE HUMAN RIGHTS COMMISSION 

^ All Affirmative Action plans, new, revised, or updated shall be sub- 
ERIC to- the review and cownent of the Equal ^loyment Opportunity 



Specialist of the State Department of Persfonnlel and the Maine Human 
Rights Comnlsslon. Alt powers and duties granted to the Maine Human 
Rights Comnlsslon under Title 5 M.R.S.A., s 4551, et. seg., as 
amended, apply to this code. 

ARTICLE VI - POSTING OF THE EXECUTIVE ORDER 

Copies of this Executive Order shall be distributed Inmedlately to all 
state departments and agencies. All departments and agencies shall 
Immediately display copies In prominent locations In their offices 
and facilities. k r\ 




Governor 





ERIC 




